
MEMORANDUM FOR: Comptroller 

SUBJECT : Establishment of Central Office for Processing 

Travel Vouchers 

REFERENCE : Memo dtd 9 Oct 62 to DD/S fr Compt, same subj. 


1. I am in agreement with your proposal for the processing of travel 
vouchers in one central location. I have examined space contiguous to the 
Central Processing Branch in an attempt to provide facilities for implement- 
ing your proposal immediately. I regret the unavailability of such space at 
the present time. I have asked the Director of Logistics to incorporate in 
his planning your requirement for space to accommodate 13 people near the 
Central Processing Branch. 

2. In establishing the proposed activity you may desire to consider the 

following: . 

a. The Central Processing Branch now has three Finance Officers 
who prepare requests for advances, compute pay, and perform related 
. financial tasks. It is possible that these activities should be merged 
with the proposed activity in order to effect, even further savings. 

. b. If a handwritten voucher or worksheet, signed by the claimant 

and processed immediately, would suffice, typing could be eliminated 
and a second contact with the claimant would be unnecessary. 

c. The Central Processing Branch now handles all invitee travel 
vouchers, and you may desire to consider the practicability of having 
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the proposed organization process all travel vouchers rather than 
unvouchered only. ' 
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L. K. White 
Deputy Director 
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SuBsisC? * 


Colonel 1*. K. White 
Deputy Director (Support) 


Establishment of Central Office for Pr 
Travel Vouchers 
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!• An*.\.xed is a staff study orcoo ~ '’n <-< a » » •. , 

* oi a central office for proccs N , i “t ^ _ ''-ax/lisnment 
and TDv ovc~se~~ /OUG -- cr3 °- returning PCS 

Tl" I* travelers chargeable to confidential fund- — ~ 
ix adopted, would probably -esu^ m „,7 > 7' . 

approximately five people and worM ->i~ of 

claims. In add*tio« t- ci_ _c settlement of 

reouiv-'-or .1 " 7 to too cc ^rois recommended in ma sf „ ff ^ . 
^ s S: ^ cl£iC a PP*°val of any travel voucher which roC^ 7 
i^;ary or expenses significantly differ-^ *v-.~ * 7 . s 2X1 

expenses not previously authorised, or o-e«"^-nl authorized, 
be advisable to require approval bi Cm --W c ^^ses, it may 
date, covering ctcnciv/ovcrlj/ gr^?**™**** « «“ 
very considerable me-it ^ , r^ 1 * ihe Proposal has 

well as in terms of rediction of effi ^^cy as 


2. It seems to me, however* tv,-** «,« 
practical problem of room sp-c^ U? f£ ainst the 

proposed, we would have to '>ccom~7l. ” UUA accom P li eh the purpose 
*M>son*M« pronfa ^y to" a.. ' tttetoro i«d |. 

riCxore going any further in --^aiWossmg Jfe?. ch * 

therefore, it occurred to me thSTit w^d py f ? °. cal » 

-cma oi ruling from the DD/S a- to w wt. - ^ b * *° oot&m some 
new section is even remotely practm^r^^^? ° f 8uci a 

1 am ^“.^s you personally wi th'fhc p-CNN b 1^® 

example of a possibility of effect- <* G ^' 7. ^s-agaxa is an 

be frustrated for lack of available" 7"“^ Vmi f h ^ ay ver '/ *'cll 
some solution to the administrative -• ’ bowovcr * ** 

possible in which case we are in - 7 * robl f m ma V b - 

economy. “ A eciect at least a modest 

COMPT:JA3/ ert 
O&l - Addressee 
.Vg " ^Comptroller 
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roller A' ' JOHN A. BROSS 
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MEMORANDUM FOR: Cpiirot roller 


SUBJECT 

REFERENCE 


: Establishment of a Central Travel Claims Office 

: Staff Study addressed to you from Acting Chief, Technical 
Accounting Staff dated 18 September .. yb2 ; Subject: A 
Proposal for the Establishment of a Central Office at 
Headquarters for. Processing Travel Vouchers Chargeable 
to Confidential Funds 


1. The reference outlines current Agency procedures and proposed 
alternative procedures for the preparation of confidential funds travel 
claims for PCS and TDY overseas travelers returning to Headquarters and 
ox approving, pre-auditing, certifying and settling such claims. Under 
tue alternative procedures proposed in the reference, a central travel 
claims office would be established as a new section of the Operation 
and Liaison Branch, Finance Division, Office of the Comptroller and it 
would oe staffed with personnel who are c.n'ently assigned t' tin- DD^P 
area divisions. Office of Communications, aid to the Finance ' Division. 
Office of the Comptroller who are currently processing travel claims/ 

As indicated in the referenced memorandum, the establishment of this 
new office should result in a savings of approximately fiv • to six 
man-years of work in the Agency and other advantages will accrue* as 
described under paragraph VI - Conclusions, page 5. 


2. It is recommended that you concur in the recommendations contained, 
m paragraph VII of the reference and obtain the concurrences of the other 
members of the Financial Policy and Budget Committee, as the aceeotance of 
this proposal will require the transfer of certain functions, clots, and 
personnel from their organizational components to the Office the' 
Comptroller . 
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Acting Chief, 

TecluxLeai Accounting Staff 


Approved For Release) 


LUvJP 1 

V , Excl^sj frc:i automatic 

and 

SpV 

?-RDP78-05747A000600010001-2 




Approved Foj^elease 200\jMffi$f\ 




1 

8T4674M00060001 0001 -2 


r w 



/ 




MEMOEiAMEm FOR: Comptroller 


SUBJ1CT 


A Proposal for the Establishment of a Central Office at 
Headquarters for Processing travel Vouchers Chargeable 
to Confidential Funds 


I. Shis memorandum con-fiains a recommendation for approval in paragraph VII. 

II. PROBLEM 

^termlne the feasibility of establishing s central travel claims 
°55 1 ®* at Headquarters for the purpose of assisting returning PCS employees 
and TDX overseas travelers in the preparation of their confidential, funds 
travel vouchers and for the typing, auditing, and certifying of such vouchers 
for payment or for credit to the travelers' advance accounts. 

Ill- assumpeiohb 

1. Current procedures for processing PCS and TOY travel vouchers at 
Headquarters for employees traveling on confidential funds result in excessive 
utilisation of manpower and time because of duplication of effort in the 
travelers' components of assignment end in the Finance Division, Office of 
the Comptroller. Centralisation of certain functions should result in a 
savings of manpower, time, and paperwork. 

2. A central travel claims office for processing travel eiaiwa m.o^ 

now be feasible because most of the Agency's component* which sponsor overseas 
"* , ** n ®^*® : * 8 ® r ® located In the new Headquarters Building. A central travel 
claims office should result in a savings in personnel and the centralisation 
of a service of comon concern. One of the premises for the construction 
of the Headquarters Building was to effect economies in personnel and effi- 
ciency in operations through the centralisation of services of common concern. 

3- As most PCS and overseas EW returnees clear through the Central 
Processing Branch, Office of Personnel before reporting for duty with their 
components of assignment, a central travel claims office, if established, 
should be located contiguous to that Branch. 
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SUBJECT 


A Proposal for the iutabllstaaent of a Central Office at 
Headquarters for Processing Travel Vouchers Chargeable 
to Confidential Funds 


4. Centralisation of returning PCt» and overseas TDY travel voucher 
processing and related services would provide a single facility to which 
employees could go for advice and onsistance on questions regarding travel. 


?5X1A 


1. At the present time, confidential funds travel vouchers for 
employees returning to Headquarters from PCS and overseas TDI trips arc 
prepared in the travelers* components of assignment . This taeens that the 
travel vouchers are typed, examined, and approved bj personnel within such 
components. They are then forwarded to the Finance Division where they are 
examined, verified and audited prior to being certified for payment or for 
credit to the travelers’ advance accounts. There is, therefore. ? duplication 
of examination and verification of the vouchers. 

2. Present practices are the result of the Tied to meet two 
requirements: 

a. That a Knowledgea ble approvi ng officer, appointed under 

the provisions of approve ths travel voucher 

for propriety of performed and the claim 

shown cm the voucher. 

b. That the Finance Division certifying officer certify 
the voucher as being legally proper for payment or 
tat credit. 

3. Many travelers cannot, or will not, prepare their own travel 
vouchers. They, therefore, require the cervices of a person capable in 
the preparation of travel vouchers. 

4. Borne travel advance accounts become delinquent as a result of the 
time required to process travel vouchers under the present decentralised 
system of processing, rather then because of the travelers* delinquency 

in submitting such vouchers. 

V. BKCUBSIONS 

1. Travel vouchers Involving overseas travel are normally the most 
difficult and cons>lex to prepare, whereas vouchers involving domestic travel 
ordinarily sore much simpler and less troublesome. 
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SUBJECT 


A Proposal for the Establishment of a Central Office at 
Headquarters for Processing Travel Vouchers Chargeable 
to Confidential Funds 


2. Most travelers returning from oversea^ are processed through 
the Central Processing Branch before they report to their components for 
duty. At this time the facts regarding their return travel are fresh 

in their and they are amenable to "in processing procedures. 

Thus, it would be the Ideal and practical time to have the travelers 
prepare their travel vouchers. 

3. To eliminate the duplication of effort- stated in paragraph IV, 1, 
above ^ it is proposed that the traveler, with the assistance oi a skilled 
travel clerk, would complete a travel voucher worksheet and provide the 
supporting receipts for hie claim. On the basis of a preliminary review 
of the worksheet with the traveler, the traveler would be advised of the 
approximate amount of his travel voucher for application to his travel 
advance, and the approximate amount which will be paid to him or he will 
have to refund to liquidate his advance account. The travel clerk, also, 
would arrange with the traveler the date and time for him to return to 
sign the finished travel claim. She clerk would then have a travel voucher 
typed from the information shown on the worksheet. Upon signature of the 
finished voucher by the traveler , the voucher would be audited and certified 
by the chief of the central travel claims office who would be a Finance 
Division certifying officer. If a refund is due irora the traveler, the 
central travel claims office would obtain cash or the traveler’s creek 

£'qj> the amount due. If a payment la due the traveler , the payment vouln 
be made in cash at the central travel claims office. A copy of trie 
voucher would be transmitted to the employee's component of assignment . 

This direct method of processing and settling travel vouchers would cut 
days off the processing time required under the present system. 

k. It would not be necessary to send the voucher to Use employee ’ 0 
conponent of assignment for prior approval, providing the concept is 
accepted that the authorizing officer’s signature on the travel order la 
also an approval of the travel performed providing the travel performed 
does not deviate significantly from the travel authorized. It this concept 
is accepted, the travel voucher could be certified and paid without further 

n l str stive approval . Should the travel as reported on the voucher 

expanses not previously authorized, operational items of expense, 
or expenses significantly in excess of those authorized by the travel order 
it would, of course, be necessary to hare the voucher approved by the 
employee's component, or to have the travel order amended. 

5. Accurate data are not readily available on the precise number of 
overseas returnee PCS and TOT travel vouchors, the number of employees involved 
in n1 1 phases of travel duties, and the time spent on such duties. A review 
of the Finance Division records for calendar year 1961 indicatad, however , 
that approximately 4.4 man-years were required in processing^^^PCS and 25X9 
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( A ftr oy ml far tJM Sstsfelishnent of a Central Off ice at 
H asd qpnsr tera for Frocosaing Zrwel Vouchers Chargeable 
to ConfidMitial FuaAt 
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tresrel vouchers (see ®tl 1). lafoxwMtian provided fegr the 

geographic 0^/P Divisions sad the Off lee of OasasaadestlaB* Indicated, a* 
detailed on CAB f, that lb nsa-years were required by Budget sad fiscal 
tecticao pereonoal to perform taUet related te the travel at approximately 
sad TOT onmu tarsrsi vouchers (see IA3 S). Thus, for 
the 1961 c el e nd ea r year this ftawtlon required the service of a*£r©jdja*tely 
l6.b man-years of the shear* type amp loyves. 

In nearly all com pon e n ts the Badge* end Fiscal Sect! an employees 
who process travel vouchers also perform related activities such os opora- 
tlonal aocountia g a , storage claims, reviewing end following up oc travel 
sdeeasee accounts, travel brief lags, temporary lodging allowance claims, 
transfer allowance cl aim s, etc. Storing peak trorel periods additional 
personnel may be added to the Budget sad Fiscal Section; for vxcwpJLe, 
fbr best Division normally hae three budget and fiscal employees on 
trorel duties but during peak periods to six parsons may be actually 
employ*! on this reaction. 

?. Urn the basis of the information out Used in paragr««h 3, at eve. 

* swings could be Mklmd is the manpower and In the processing tine by 
relocating In a can t**l travel claims office the functions of assisting 
FOB sad TOT overseas trarelsrs In tbs preparation of their vouchers, and 
of typing# pr«~ auditing, certifying and settling such travel vouchers*. 

Uhs specific amount at such savings is not datcmisShle; uavertr, without 
the benefit of actual experlease data car kmcvlsdge of all the regpirsments 
that would be I np csrd on the osntral travel claims office, it is estimated 
that st the outsat an office force of thirteen employees (one certifying 
officer, ten auditors, and two clerk typists) should be able to perform 
the duties in a timely sad effective manner. Tbs approval at a central 
travel claims office to be mmsaed with thirteen employees should, therefore, 
permit a swings of J.b man-years based on the figures given In paragraph 
5# above, a ssuming that the v olu m e of travel vouchers for the foreseeable 
fntwrs will not ch a n g e significantly, The estafelistammat of such m) office 
sbenld permit s mors effective utilisation of Budget end fiscal section 
per s on ne l la the umixismsnt 11 

8. la view «f the fact that the special skills la travel voucher 
pr ep a r at io n sad p rosmssing hears bssa developed by personnel assigned in 
the fadgst sad fiscal Sect loam, it is eomsldersd sgprag rlate that tiae 
swqpomsmts preeids tern of ths f/O positions and ten individual® to occupy 
that anther of positions for tho central travel claims office. Tab 3 
lists sixteen positions which hwe beam identified by Budget and Fiscal 
Offlssrs of tbs affected c o mp o n e nt s from which tern scar be selected for 
assignment to s central travel cl a ims office. Zbe 1/0 positions and ths 

individuals for the r m s o lnlng thro# pos itio n s could bo provided by the Finance 
Division, Office of tbs GeagtemUsr. 
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A Proposal for the Establishment of a Central Office *t 
Headquarter* for Processing Travel Voucher* Chargeable 
to Confidential Funds 


9» As stated in paragraph III, 3, above, the central travel claims 
office should be located as close as possible to the Central Processing 
Branch. If the basic premise of establishing the office Is accepted, 
it would be desirable to approach the Medical Staff, which Is located 
adjacent to the Central Processing Branch, to determine whether the 
necessary space can be made available. 


VI. CGBCLUSIOIB 


1* From the above it appears that the establishment ef a central 
trsnral Plains office would: 


a. 

b. 


Eliminate duplication In processing vouchers. 


laqpedltw the handling of vouchers and reduce the number 
of delinquent advance accounts. 


e. 

d. 


More affectively utilise manpower. 


Provide e service in a central location to returning 
overseas travelers. 


VII. RJBCOtffiMMTIOMS 

It Is recossoanded that: 


1. A ocatral travel claims office be established at a new Section of 
the Operations and Liaison Branch, Finance Division, Office of the Comptroller, 
to process confidential funds trarel claims for returning PCS and TDY overseas 
travelers. 


S. An Initial staff of thirteen be provided for toe central travel 
claims Section ocoposed of a chief (certifying officer), ten travel claims 
auditors, mod two elerfc typists. 


3 . Ihe staff of the centre! trarel claims Section be adjusted after 
experience has demonstrated the normal workload requirement a, and as necessary 
thereafter to handle peak period activity and/or new functions assigned. 


If. fixe staff for the trarel nicies Section be recruited from personnel 
currently processing vouchers in the area Divisions, Office of Ootasunications, 
and the Finance Division. 


$. Space sufficient to house the central trarel claims office be 
provided as close as possible to the Central Processing Branch. 
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A Proposal for the Ketabli absent of a Central Off lee at 
Headquarter* for Processing Travel Vouchers Chargeable 
to Confidential funds 


6. Bio concept be accepted that travel Touchers covering travel 
performed under properly authorised travel orders any be certified for 
peyreent or credit without further approval unless the travel voucher 
reflects an itinerary and/or expenses significantly different from that 
authorised, expenses not previously authorised, or operational expenses. 


25X1 A 


Acting Chief, 

Technical Accounting Staff 

CQHCURt 
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Agenc.v Components 

of °°/ p arga a a d Office of Coamun.1 cat i nm nf nn/ fi 
aBE^3£*«» °f Budget aad F I Beal Sections Assigned 'to Trare'l Duties' " 



Grade 


Title 


06-7 

GS-5 


Fiscal Processing Assistant 


Fiscal Assistant 
W-b Cl erfc-iypist 

f Fiscal Processing Assistant 
Fiscal Processing Assistant 
Fiscal Processing Assistant 


IS— 7 

Fiscal 

GB-j' 

Fiscal 

Wrb-7 

Fiscal 

GS-6 



Pr ocessirig Assistant 
Processing Assistant 

Processing Assistant 


aS-7 

GrS-7 

G-b-6 


Fiscal Processing Assistant 

Fiscal Processing Assistant 
Fiscal Processing Assistant 
Transportation Clerk 
Transportation Clerk 


Approved For Release 2001/08/29 : CIA-RDP78-05747A000600010001-2 





TTTZTZ -/ 3 ^ 


Approved Forfielease 2( 


%-05747i)00600010tb<J-2 v ' ;S *" 


IS SEP 


MEK0RAJ3DUM FOR: Comptroller 


SUBJECT 


A Proposal for the Establishment of a Central Office at 
Headquarters for Processing Travel Vouchers Chargeable 
to Confidential Funds 


I. This memorandum contains a recommendation for approval in' paragraph VII. 

II. PROBLEM 

To determine the feasibility of establishing a central travel claims 
office at Headquarters for the purpose of assisting returning PCS employees 
and TDY overseas travelers in the preparation of their confidential funds • 
travel vouchers 'and for the typing, auditing, and certifying of such - vouchers 
for payment or for credit to the travelers 5 advance accounts. 

III. ASSUMPTIONS 

1. Current procedures for processing PCS and TDY travel voucners at 
Headquarters for employees traveling on confidential. funds result in excessive 
utilisation of manpower and time because of duplication of effort in the 
travelers 1 components of assignment and in the Finance Division, On ice ox 
the Comptroller. Centralization of certain f unctions should result in a 
savings of manpower, time, and paperwork. 

2. A central travel claims efxice for processing travel claims may 

now be feasible because most of the . gency 5 s components which sponsor overseas 
travelers are located in the new He sn quarter s Building. A central travel, 
claims office should result in a savings in personnel and the centralization 
of a service of common concern. One of the premises for the construction 
of the Headquarters Building was to effect economies in personnel and effi- 
ciency in operations. 'through the centralization of services of common concern. 


3 . As most PCS and oversea. 
Processing Branch, Office of Peas 
components of assignment, a cenrr 
should be located contiguous to t: 


•ThY returnees clear through the Central 
v.n«..l before reporting for duty with their 
vraveh claims office, if established, 

;at Branch. 


Uza c’jtcmatic? 
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SUBJECT : A Proposal for the Establishment of a Central Office at 

Headquarters for Processing Travel Vouchers Chargeable 
to Confidential Funds 


1;.. Centralization of returning PCS and overseas TDY travel voucher 
processing and related services would provide a single facility to which 
employees could go for advice and assistance on questions regarding travel. 

IV. FACTS BEARING OH THE PROBLEM 

1. At the present time, confidential funds travel vouchers for 
employees returning to Headquarters from PCS and overseas TDY trips are 
prepared in the travelers' components of assignment. This. means that the 
travel vouchers are typed, examined, and approved by personnel within such 
components. They are then forwarded to the Finance Division where they are 
examined, verified and audited prior to being certified for payment or for 
credit to the travelers' advance accounts. There is, therefore, a duplication 
of e xaminat ion and verification of the vouchers. 

2. Present practices are the result of the need to meet two 
requirements: 

a. That a Itno wl edgeab^^aaproving officer, appointed under 
the provisions of ^BH^^ft^pprove the travel voucher 
for propriety of the travel performed and the claim 
shown on the voucher. 

h. That the Finance Division certifying officer certify 
the voucher as being legally proper for payment or 
for credit. 

3. ■' Fary travelers cannot, or will not, prepare their own travel 
vouchers. They, therefore, require the services of a person capable in 
the preparation of travel vouchers. , 

V. Some travel advance accounts become delinquent as a result of the 
time required to process travel vouchers under the present decentralized 
system of processing, rather than because of 'ohe travelers' delinquency 
in submitting such vouchers. 

V. DISCUSSIONS 

1. Travel vouchers involving overseas travel are normally the most 
difficult and complex to prepare, whereas vouchers involving domestic travel 
. ordinarily are much simpler and less troublesome. 
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SUBJECT : A Proposal for the Establishment of a Central Office at 

Headquarters for Processing Travel Vouchers Chargeable 
to Confidential Funds 


2. Most travelers returning from overseas are processed through 
the Central Processing Branch before they report to their components for 
duty. At this time the facts regarding their return travel are fresh 
in their minds and they are amenable to "in processing" procedures. 

Thus, it ■would be the ideal and practical time to have the travelers 
prepare their travel vouchers. 

3- To eliminate the, duplication of effort stated in paragraph IV, 1, 
above, it is proposed that the traveler, with the assistance, of a skilled 
travel clerk, would complete a travel voucher worksheet and provide the 
supporting receipts for his claim. On the basis of a preliminary review 
of the worksheet with the traveler, the traveler would be advised of the 
approximate amount of his travel voucher for application to his travel 
advance, and the approximate amount which will be paid to him or he will 
have to refund to liquidate his advance account . The travel clerk, also, 
would arrange with the traveler the date and time for him to return to 
sign the finished travel claim. The clerk would then have a travel voucher 
typed from the information shown on the worksheet. Upon signature of the 
finished voucher by the traveler, the voucher would be audited and certified 
by the chief of the central travel claims office who would be a Finance 
Division certifying officer. If a refund is due from the traveler, the 
central travel claims office would obtain cash or the traveler's check 
for the amount due. If a payment is due the traveler, the payment would 
be made in cash at the central travel claims office. A copy of the 
voucher would be transmitted to the employee * s component of assignment . 

This direct method of processing and settling travel vouchers would cut 
days off the processing time required under the present system. 

4. It would not be necessary to send the voucher to the employee's 
component of assignment for prior approval, providing the concept is 
accepted that the authorizing officer's signature on the travel order is 
also an approval of the travel performed providing the travel performed 
does not deviate significantly from the travel authorized. If this concept 
is accepted, the travel voucher could be certified and paid without further 
administrative approval. Should the travel as reported on the voucher 
contain expenses not previously authorized, operational items of expense, 
or expenses significantly in excer ; o:? those authorized by the travel order 
it would, of course , be necessai y ;o .save the voucher approved by the 
employee's component, or to have v.e travel order amended. 

5 • Accurate data are not readily available on the precise number of 
overseas returnee PCS and TDY travel vouchers, the number of employees involved 
in all phases of travel duties, and the time spent on such duties. A review 
of the Finance Division records for calendar year 1961 indic^e^, however , 
that approximately 4.4 man-years were required in processing PCS and 25X9 
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Headquarters for Processing Travel Vouchers Chargeable 
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6. In nearly 1 components the Budget and Fiscal Section employees , 
who process travel vouchers also perform related activities such as opera- 
tional accountings, storage claims, reviewing and following up on travel 
advance accounts, travel briefings, temporary lodging allowance claims, 
transfer allowance claims, etc. During peak travel periods additional 
personnel may be added to the Budget and Fiscal Section; for example. 

Far East Division normally has three budget and fiscal employees on 
travel duties but during peak periods up to six persons may be actually 
employed on this function. 

7. On the basis of the information outlined in paragraph 5, above, 
a savings could be achieved in the manpower and in the processing time by 
relocating in a central travel claims office the functions of assisting 
PCS and TDY overseas travelers in the preparation of their vouchers, and 
of typing, pre- auditing, certify!:: g ; nd settling such travel vouchers. 

The specific amount of such savin s is not determinable; however, without 
the benefit of actual experience cat a or knowledge of all the requirements 
that would be imposed on the central travel claims office, it is estimated 
that at the outset an office force of thirteen employees (one certifying 
officer, tan auditors, and two cleric typists) should be able to perform 
the duties in a timely and effective manner.. She approval of a central 
travel cla ims office to be manned with thirteen employees should, therefore, 
permit a savings of 5.4 man-years ba;ed on the figures given in paragraph 

' 5, above, assuming that the volim • of travel vouchers for the foreseeable 
future will not change signifies!, ly. Tne establishment of such. an office 
should permit a more effective utilisation of Budget and Fiscal Section 
personnel in the components. 

8. In view of the fact that the special skills in travel voucher 
preparation and processing have been developed by personnel assigned in 
the Budget and Fiscal Sections, it is considered appropriate that the 
•components provide ten of the T/O positions and ten individuals to occupy 
that n umb er of positions for the central travel claims office. TAB 3 
lists sixteen positions which have been identified by Budget and Fiscal 
Officers of the affected components from which ten may be selected for 
assignment to a central travel claims office. The T/O positions and the 
individuals for the remaining three positions could- be provided by the Finance 
Division, Office of the Comptroller. 


m|HrDY travel vouchers (see TAB l) . Information provided by the 
geographic DD/P Divisions. and the Office of Communications indicated, as 
detailed on TAB 2, that lh man-years were required by Budget and Fiscal 
Section pers onnel to perform duties related to the. travel of approximately 
HHHpCS and^^^jTDY overseas travel vouchers (see TAB 2). Thus, for 
^S^S'ol calends? year this function required the service, of approximately 
iQ.k man-years of the above type employees. 
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SUBJECT : A Proposal for the Establishment of a Central Office at 

Headquarters for Processing Travel Vouchers Cnargeao_e 
to Confidential Funds 

9. As stated in paragraph HI, 3, shove, the central travel claims 
office should he located as close. as possible to the centra- Eroceas-i*, 

Branch. If the basic premise of establishing the office is accepted, 
it would be desirable to approach the Medical Staff, vhicn is locaoed 
adjacent to the Central Processing Branch, to determine wheuner tn*. 
necessary space can be made available. 

VI. CONCLUSIONS 

1. From the above it appears that the establishment of a central 
travel claims office would: 

a. Eliminat e duplication in processing vouchers. 

b. Expedite the handling of vouchers and reduce the number 
of” delinquent advance accounts. 

c. More effectively utilize manpower. 

d. Provide a service in a central location to returning 
overseas travelers. 

' vxi. ’REGOI-IjENDATIONS 

It is recommended that: 

1. A central travel claims office be established as ^^Comptroller, 

the Ope rations and Liai son Branch, Ji: ^^~PGg''p?bH~ 1 !PDY , "bvers'eaS'~ 
— bo~process'~cbnfidential funds~hravel claims. xor returning roo an 

travelers. • 

„ . • • .4., i nf - thirteen be provided for the central travel 

• f (certifying officer), ten travel claims 

auditors, and two clerk typists. 

a e staff for gravel Mu Sectio^e recruite^ 
currently processing vouchers in ohe me. u_vj.sx , 
and the Finance Division. 

= ST)aoe sufficient to house the eentr-el travel claims office he 
provided as' close as possible to the Ce ntral -processing Branchy 
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Headquarters for Processing Travel Vouchers Chargeable 
to Confidential Funds 


6. The concept be accepted that travel vouchers covering travel 
performed under properly authorised travel orders may be certified for 
payment or credit without further approval unless the travel voucher 
reflects an itinerary and/or expenses significantly different from that 
authorized, expenses not previously authorized, or operational expenses. 
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Comptroller , Date 

(See attached memorandum.) 
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